


1. Create your account
a. Always start with an easy to remember email address.
b. Make sure to choose a password that has the correct upper and lower case letters and use
of symbols.
c. When you have finished creating your account, be sure to write down your login
information in a safe location.

2. Create your resume on USA Jobs (Located on the My Account Page)
a. Decide if you want your resume to be searchable. This enables your resume to be searched
and viewed by Federal Human Resource Professionals.

b. You have the choice to upload your own resume or use the resume builder on the website
itself.

i. If you decide to upload your own resume, simply click the Upload New Resume
button, enter the name for your resume, select the document from your computer
and press the Upload button.

ii. There are links to a sample resume and tips on what to include; these are located on
the view all resumes pages of the website.

c. If you decide to use the resume builder, click on the Build New Resume button.

d. The first page of information that is required is your work experience. This is where you will
provide your employer’s information along with your experience from that job. Some tips
for entering your Duties, Accomplishments and Related Skills are:

i. Make sure they are detailed and precise (just beware that there is a 5,000 character
limit). Here is an example of a simple entry vs. a detailed entry:

1. Identified sea turtle tracks and nests. Relocated if deemed necessary, and
marked with PVC pipes, dunes stakes and a protective metal screen.

OR
2. Worked with endangered and threatened species of sea turtles by
identifying their tracks and nests. If deemed necessary the nests were
safely relocated to the proper relocation site and the nests were properly
marked with PVC pipes, dune stakes, protective metal screens and
numbered with the proper activity number for correct identification.

ii. Itis easier to have the information typed in a Word document and then copy and paste into
the designated area. Both the website and Word let you spell check your document;
however, it is harder to format your document on the website.



iii. The next section is Education; this is where you enter your school information along with
your degree, completion date, and GPA along with your Relevant Coursework, Licensures
and Certifications.

1. In this section you are only allowed 2,000 characters. Just simply list your
coursework titles, any specific licensing and any certifications.

e. The next section is Other, here you can list any Job Related Training you have, Language
Skills, any Organizations or Affiliations, any Professional Publications and any Additional
Information such as skills, honors, awards, and leadership activities.

f.  The next section is References; in this section you are allowed up to 5 references,
professional or personal.

g. When you finish entering your references, the next section is Preview and Finish. This
section allows you to view and print your entire resume. It is a good idea to print your
resume and read over it to make sure you have not forgotten any important information.
Ask a knowledgeable friend to proof read your resume as well.

3. Searching for Jobs

a. There are two ways to search for jobs on USA Jobs. They are:

i. Simple Search:

USAJOBS

"WORKING W FOR AMERICA"

What: © Wwhere:

ii. In this search you simply put a job title, agency, keyword, or control number and
what state or area you wish to search.

iii. The Simple search gives you a wider range of jobs; whereas the advanced search
gives you more control of where and what federal section you are looking for work.

iv. Advanced Search:
1. In advanced search you are given more options to narrow down what you
are looking for. It allows you to search:



a. Keywords, Pay Grade, Salary Range, Title Search, Series Number
Search, Location Search, Agency Search, Occupational Series,
Applicant Eligibility, Type of Work, Work Schedule, etc.

2. Here is a step by step example if you are looking for a job with the NPS in
North Carolina:

a. Go down to the Location Search area, under state/territory/region
and select North Carolina then under the Then Locale(s), select All
North Carolina and click the Add button. If you wanted an even
more precise location you can choose a specific county or town.

b. Then go down to Agency Search; here you will select what agency
you are looking for. For our search, we are looking for the
Department of the Interior. When found, select it by clicking on it
once.

¢. Underneath the choose department box there is a refine your
agency choice box. Here you can scroll through all of the sections in
a certain department. For our search we will scroll down to
National Park Service and click on it once. Then, click the add
button.

d. After the location and department is chosen you can select the Type
of Work you are looking for such as Permanent, Temporary, Term,
etc. You can also select your Work Schedule such as Full-Time, Part-
Time, etc. (See Tips for definitions of type of work)

e. Select whether you wish to show only senior executive service
postings as well as if you want to exclude postings for jobs open
longer than 30 days.

f. Under the Show Jobs Posted section you can decide if you want to
see all jobs listed, jobs posted today or yesterday or within a certain

amount of days.

g. When all of this is done, click on the Search Jobs button located on
the bottom of the screen.

h. Below is a picture of what we searched for in this example.
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4. Saving and Applying for Jobs

a. After you have completed a Job Search, whether it is simple or advanced, you will be given a
page of available jobs.

b. Looking at the pictures on the next page you can see the refine your results section. For the
Jobs For section, you have two options: U.S. Citizens or Federal Employees. If you have
never been a Federal Employee, then you click U.S. Citizens. If you have previously been a
federal employee or are currently one, click on the Federal Employees section.

c. You can also select what grade of Job you are looking for if you have selected Federal
Employees. Grades are a “rate of basic pay associated with specific level of work or range of
difficulty, responsibility and qualification requirements” (USAJobs, 2011).

d. When you have found a job that you are interested in you can click on the job title in blue to
give more information about the position.

e. On the right side of the page there are four different button options for the job. You can:

i. Apply Online — clicking this will bring you to a page where you can select your
resume and click a link to go to the application page.
ii. Print Preview — Allows you to print the job information.
iii. Save Job — Allows you to save the job and
iv. Share Job —Allows you to share the job opportunity through email, facebook,
twitter, etc.

f. If you decide to save a job and apply for it later it will show up on your my account page
under the Saved Jobs section.
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g. Here are the steps for Applying for a Job:

iv.

First click on the Apply Online button. Clicking this will bring you to a page where
you can select which of your resumes you wish to use for the job and three check
boxes verifying that the information is correct and true. Then you click the Apply
for this position now!

It will load a page where it will tell you that you will be sent to the Application
Manager in approximately 15 seconds or you can press the Take Me There Now
button. If you are currently logged into USAJobs then it will bring up a page that
says welcome and contains a button that says Proceed with my Application.

1. You may have to create your own account depending on the government
agency that you are applying for.

The Application Manager will then open; on the left hand side there will be the
Vacancy ID and all of the sections of the applications that you will need to fill out.

';_-ﬂ
=7 | Vacancy ID: 740949 b

Biographic Information

Eligibility Information

‘Other Information

Aszzeszsment Questionnaire
Section 1
Section 2
Section 3
Section 4
Section &
Section &
Section 7
Section &
Section 9

Re-Use Documents

Upload Documents
Submit My Answers
View/Print My Answers

When filling out the Assessment Questionnaire be sure to never underrate yourself.
For most positions, you have a choice between five ratings. They are:

1. A - “l have not had education, training or experience in performing this
task”

2. B - “l have had education or training in performing this task, but | have not
yet performed it on the job.”

3. C - “l have performed this task on the job, with close supervision from
supervisor or senior employee.”



5. Tips

4. D - “l have performed this task as a regular part of a job, independently and
usually without supervision from senior employee.”

5. E - “l am regarded as expert in performing this task, and/or have trained
others (or am consulted by others) on how to do it.”

v. When applying for a job, you must make sure that you have any supporting
documents you may need for the job. For instance, if you are applying and trying to
qualify with your education you must add your transcripts. The option will come up
in the Upload Documents section on the Application.

vi. Always double check your selected answers and check that all documents have been
uploaded before submitting your answers.

vii. It is very important to note that your application will not be automatically sent to
the office you are applying to. Based on your answers to the Assessment
Questionnaire, if you are rated high enough for the position your application will be
sent. If you are rated above the designated minimum but not at the top of other
applicants, then your application will become Eligible but not sent to the referral
office.

Always keep your Profile and Resume updated.

Sign up for email notifications. You can do this by going to your account page and clicking
on Edit Profile. Click on Account Information and underneath the Notification Settings
select the items you would like to be notified about.

Go to the Qualifications Tab in the vacancy announcement; there you can find a link to
View Assessment Questions. This way you can select your answers prior to applying.

Tailor your resume to whatever job you are doing. If you are applying for more than one
type of job, make a resume for each.

Sometimes USA Jobs takes a long time to update the application status, so don’t worry just
yet. If you feel that has been too long for an application update, call the representative on
the job announcement.

Most Summer Seasonal Positions will be announced from October to December, and most
Winter Positions will be announced during May to July.



i. For example, when you are applying for a Summer Position think about searching
for an announcement 6 months from the start date of the job.

g. Be on the lookout for the new pathway and announcements for recent college graduates
and current students.

h. Definitions of Job Types:

i. Permanent:
1. Rarely come open; require high level skills/relatively specialized; very

competitive.
ii. Temporary:
1. 3-6 months; limited to 1039 hours.

iii. Term:
1. Non-permanent; usually 1 year but can be extended to 3; cannot work more
than 24 out of 36 months.
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